APPLICATION FOR RECORDS RETENTION SCHEDULE OEPAL MoK L SECRETARY OF fali I

nﬁconos MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Departmant of Archives and History, Records Managernent Dw:slon 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address . - FOR RECORDS MANAGEMENT USE
Applicstion Dete  ~ - --Department of Education ' Application Nurmber
Office of Administrative Services
P rp—r—— Publications Unit -- St e o - 76 316 -
cane . 103 State Office Building - Dats Received Data Complated
Atlanta, Georgia 30334 0CT 18 1976 |OCT 28 1976
2. Parson to Contact Working Title Telephone Number
Anne Raymond - _ Supervisor 656-2476

3. Action Requested
d Estabusn Retention Schedule; record will continue to accumutate,
b - O Dispose of present accumulation: no further accumulation anticipated. '
¢. O Amend Apghcatlon No, ceom morr e Check One: O Change; 0 Superceds; O V 0O Void

4, Dates of Series “1 5. Records Series Titla (followed by title used in afflce, if d:fferenr) "
Earliest < Latest
1965 l to date Publications and Information General Subject Files
8. Division and Office Function What is the function of the Division and the Offics in which this record series 15 created?

The Publications Unit has the responsibilities of keeping the general public and Department
personne1 currentTy informed about a11 departmenta1 programs affecting education.

It does so by (1) preparing news releases, (2) producing pub11cat1ons curriculum guides
and instructional materials, (3) preparation of public service presentations for radio

and television, and (4) critique the evaluations completed by the public and Department
personnel of publications, curriculum gu1des, and 1nstruct1ona1 materials.
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7. Record Serias Descript.ibn This file contains the fol!owmg documents (include form numbers and titles, if any):
- Attach samples of the file.

Documents relating to:  A1] areas of interest of the Publications and Information Unit.

Included are: 1. General correspondence
2. Intra-Departmental correspondence
3. Research Information pertaining to Educational Programs and
general information of Georgia.

File is arranged: Alphabetically by Subject.
8. Monthly Reference Rate How often are records referred to which are: =
, 0 . 15 R 10
One to six monthsoid — 20 _ ; Seven to twelve monthsold "= ______; Thirteen to twenty-four months old s
twenty-five months and older ._:3__.,__‘. ? - '
9. Annual Rate of Accumulgtion of Records T T .
Letter-size drawers < . ._.; Legal-size drawers ___ "7 _:Shelves ; Other (specify)

T LT L -

AR-80-71; Reav. 76 {Qver)



YES

oot RCRREY oo

NO | 10, Quéﬁiqnnéiro jPIaoe an “X" in the praper column)

a. Is this the official copy of the series?
if not, where i3 it?

b. Does the series contain confidential information requiring security handling? If yes, cite law or regutation.

¢. Is this a vital record? - ;

d. Does this series have historical or long term research value?

> =<p<| ><

documents be scheduled separatelv?

6. When one or two documents in the file make it necessary to keep the entire file for a long period, could these

News Keleases, elc.

f. IuqudmmmMLMch copy,
g. ﬁ‘hﬁpforn& Qn conjained {n this series ever 1nalvzed and/or recorded in a summarized report?
if ves. attach capy, _ 9 p_eec ews Releases, etc.

X h. Is thera a duptication of this series in your office, or in another _office'or_a_gency?
if yas. whera? '

X | i, 15 this series for a maiqr portion of it) reqularly microfiimed?

X 1 . Does the record series resu!t in a Gomouter printout?

B 11. Retention Requirements The fotlowing requiras the series to be kept:
B a. .stﬂ-tﬂl Law 0 - years, d. Audit period 0 - years.
—-b. Statute of limitation — 0 —ysars, - - — -8, Administrative need - - micee 4. =—=years, -=-
¢. Federal law — 4] years. f. Federal retention instructions 0 vears.
Attach copy or excert of laws or regulations. Explain administrative need.
+ {12, Approved Disposition Instructions _ This agency recommends that the file series be cut off at the end of each: B
T CI Calendar Year; XX Fuscat Year: O Other : ~then,
& Hold in the current files area " _ monthis) — 2 _vyearls); then -
O Transfer to local 'holdlng area; hold year{s); then e oor0 T
@ Transfer to State Records Center; hold .__2___._._vear(s) then
63 Destroy.
O Transfer to State Archives for permanant retention.
O Other (Specify) ‘
Thess instructions apply to all prior and future accumulations of the serias.
'dea o (Skgnature) ,,,._ I 'Date " T Records Management Qfficer [Signature) Date
/oéz/yé A0 O Spanlab®B [ 10 5/
¥ f T
e e, State Records &mm'ﬂea [Signature) Date
graph 12 are approved. State Au 'tor/Desigﬂee/\ \ M,_.&,,)-\ ,""lv?’ 7%
(If disapproved, attach fetter | v A ]
of explanation.) Secre of Stata/Designee a%&lé - 0-2¢ -76
/6-28 )¢
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